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Clarifying values and setting 
goals 


If you are clear about your values, 
you will be able to move into goal setting 
with greater clarity and certainty. Goals 
provide a focus and direction; without 
them you don’t know where you're 
going. Goals should be measurable, 
attainable, realistic, specific, and result 
in improving yourself. 

There are different types of goals: 
short-term, long-term, work-related, 
and personal. First, determine your 
goals based upon your predefined val- 
ues and write them down, then priori- 
tize these goals using the A, B, C 
method discussed earlier. Next, decide 
on the steps required to accomplish 
each goal and write these down. Define 
the resources you'll need, such as peo- 
ple, money, and equipment. Put every- 
thing into a time frame with milestones 
and deadlines. 

This constitutes your comprehensive 
“master list”—the second aspect of 
time management. Your to-do lists con- 
tain primarily “maintenance items’— 
things you need to do just to get through 





the day and help you accomplish longer 
range goals. The new time management 
approach combines a comprehensive 
master list with a calendar and a spe- 
cific, daily to-do list. The master list 
serves aS a source of value-related 
items for monthly and daily scheduling 
(your to-do lists) so that you can man- 
age not only the maintenance items but 
also the larger and more important 
issues in your life. 

Remember that your values and goals 
vary at different stages of your life. So 
reevaluate your list of values and goals 
periodically and update them as needed. 


Worry and time management 


Most secretaries and administrative 
assistants, at one time or another, have 
been plagued with feelings of being 
overworked because they have accept- 
ed too many tasks. This is why you 
must realize your capabilities and know 
your limitations. Trying to be the super- 
secretary or administrative assistant 
can cause worry. 

There is a big difference between 
concern and worry, according to Dr. 
Tasto, former director of the Center for 
Research on Health at the Stanford 


Research Institute. Concern is con- 
structive—worry is not. People who 
are concerned about a problem quietly 
analyze it and then take immediate and 
appropriate action. On the other hand, 
worriers not only analyze the problem, 
but they often slip into a self-accusatory 
niood. 

Learn to differentiate concern from 
worry. If you tend to worry, don’t. 
Avoid perfectionism. Become results- 
oriented, but recognize the trade-off 
between efficiency and perfection. 


Life management 


One of the most important factors in 
managing your time is believing in your 
heart that “TI can do it!” Visualize your- 
self being successful. Your attitude is an 
important factor in reaching your goals 
and managing your time. 

Remember that unless you con- 
stantly work to take control of your 
time, time disappears on you. If you 
waste your time, you waste your 
life. Life is too short. Start living, and 
start today by clarifying your values 
and writing some goals and action 
plans. A goal without a plan is just... 
a wish. = 
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